
Sullivan County, NH 
Job Description 

 
Position:  Communications Coordinator 

Greater Sullivan County Public Health Network 
 
Summary of Duties: The Communications Coordinator handles all communications-related 
activities for the Greater Sullivan County Public Health Network, with a focus on website design 
and management, as well as supports the community outreach efforts of the Substance Misuse 
Prevention, Continuum of Care, and Emergency Preparedness Coordinators in their delivery of 
services to the Greater Sullivan County public health region pursuant to its contract with the State 
of NH Department of Health and Human Services. Supports and promotes regional substance 
misuse prevention and public health emergency planning and response capacity for the 
communities within the Greater Sullivan County public health region.  
 
ESSENTIAL FUNCTIONS: 
  
• Support all functions of the State DHHS contract by serving as primary communications 

outlet (functions include but are not limited to Public Health Advisory Council, Substance 
Misuse Prevention, Continuum of Care, Emergency Preparedness, Medical Reserve Corps, 
School-Based Clinics, Healthy Homes, etc.). 

• Design, maintain, and update the websites for each function, with a goal of combining the 
websites into one public health network site. 

• Research, write and publish periodic electronic newsletter and social media postings 

• Draft and prepare press releases, training materials, meeting minutes, brochures, letters and 
other communications in coordination with other staff. 

• Plan, coordinate and attend conferences, health fairs, and other community events in 
conjunction with other staff. 

• Design and develop PowerPoint or other media presentations for public settings of informed 
and uninformed community members. 

• Update and maintain PARTNER and other databases used for communication and data 
recording, distribute meeting minutes 

• Performs other related duties as assigned.   
 
MINIMUM QUALIFICATIONS: 
  
Communications Coordinator will be part of a team committed to improving community health 
for the region with emphasis on substance misuse, healthful living, and emergency planning. A 
successful candidate will be extremely organized, self-motivated, enthusiastic about our mission, 
a talented communicator, and very detail-oriented. Experience in website design and management 
essential with strong technology and social medial skills. Superior written and oral 
communications skills. Familiarity with municipal or state government strongly desired. Ability 



to use good judgment, take initiative, self-teach and make recommendations to resolve problems. 
Ability to work in a fast-paced environment on a wide variety of daily activities 


